Activities: Quick Tips on Howto Ml
Complete

PolicyCenter

The following are system-generated activities, based on actions in PolicyCenter. Many activities require
some sort of action, even if only to select “Complete” and remove it from the “Activities” list. This job aid
provides high-level steps on how to find, review, and reply or complete an activity.

Finding activities:

* All activities assigned to you — “My Activities” screen on the PolicyCenter Desktop

* All activities for an agency — The “Team” tab, select the “Activities” link on the left navigation bar
* Activities assigned for a specific policy - The “Policy Summary” screen under “Current Activities”
* Activity Email — Select the link in the email to go directly to the activity

Select the link to advance to the desired topic:

e Using the Agent Activity Reply Function

e Completing Activities

e Common Activity Types in PolicyCenter
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Using the Agent Activity Reply Function

Using the Agent Activity Reply function does three things:

« Adds your reply to the Activity text on the “Notes” screen

* Removes the activity line item from your Desktop screen. You will not have to complete the “Completing
Activities” section of this job aid.

* Routes the memo back to the sending business unit where it can be worked per existing process.

Step 1

Action Screen

After accessing the activity, the activity
type allows a reply.

» Enter text in the “Reply” textbox on the
“Activity Detail” screen.

Important Note: The “Reply” textbox is
only active for the user to whom the
activity is assigned.

Step 2

Action Screen

In the “Activity Detail” section:

» Select the “Reply” button.

Important Note: An error message will
appear if the textbox is blank when you
select the “Reply” button.

Return to Top
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Completing Activities

Action

Screen

After addressing any actions required by

the Activity, and if a reply is not necessary:

» Select the “Complete” button to close
and complete the Activity.

Return to Top
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Common Activity Types in PolicyCenter

The chart below provides tips on how to complete some common Activity types in PolicyCenter.

“Same day transaction failure,
complete it after 2 business days”

“Trailing Document Past Due: (XX)”

“Verify Received Trailing Document:

(XX)”

“Account must be set up in the
billing system”

“Status is stuck on ‘binding’ for more
than 24 hours”

“Review open UW issues”

Attempting to issue more than one

Policy Transaction on the same day

for a policy

A trailing document has not been
received after a few days

A completed trailing document has
been received

After binding a new business
submission; a reminder that the
billing account must be set up

After trying to bind a new business,

a reminder that the policy has not
bound and is not enforce

A pending transaction has
underwriting issues, keeping the
change from quoting to binding

Access PolicyCenter to complete
the transactions in two (2) days.
Select “Complete” for the activity.

Upload the company required
trailing document (Document
Vault or eSignature).

Select “Complete” for the activity.

Confirm the received trailing
document in Document Vault.
Select “Complete” for the activity.

Call Servicing (800-209-3288) to
request billing account be set up.
Return to PolicyCenter and select
“Complete” for the activity.

Verify a billing account has been
set up. If not, contact Servicing.
Once addressed, select
“Complete” for the activity.

To open the activity, select the
link in the “Subject” column.
Select the “View Notes” button.
If Underwriting doesn’t require a
response, select “Complete” for
the activity and complete any
processing in PolicyCenter.

If Underwriting approval is
required, go to the “Underwriting
screen and select “Request
Approval”.
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Common Activity Types in PolicyCenter, continued

“Underwriting has reviewed this Underwriting started a request for ¢ To open the activity, select the
policy” information or has completed a link in the “Subject” column.
policy review. ¢ Select the “View Notes” button.

e If Underwriting doesn’t require
further information:
0 Select the “Complete”
button for the activity.
o Confirm that the policy is
unlocked.
o0 Complete the transaction.
e If Underwriting requires a
response:
o Enter reply in the “Reply”
textbox.
0 Select the “Reply” button
for the activity.

“Notice of Cancellation” A policy has been flagged by * Review the Notes on the Activity.
Underwriting for Non-Renewal. » Select “Complete” to close the
Activity.
This activity triggers up to 10 months ¢ Policy will cancel based on note.
in advance of the cancellation date. » If Underwriting requires a
response:
Policy Notes will remain after o Enter reply in the “Reply”
completing any activity. textbox.
0 Select the Reply button for
the activity.

Return to Top

By accepting a copy of these materials:

(1) I agree that | am either: (a) an employee or Contractor working for Nationwide Mutual Insurance Company or one of its affiliates or subsidiaries
(“Nationwide”); or (b) an Independent Sales Agent who has a contract and valid appointment with Nationwide; or (c) an employee of or an independent
contractor retained by an Independent Sales Agent; or (d) an Independent Adjuster who has a contract with Nationwide; or (e) an employee of or an
independent contractor retained by an Independent Adjuster.

(2) I agree that the information contained in this training presentation is confidential and proprietary to Nationwide and may not be disclosed or provided
to third parties without Nationwide’s prior written consent.

(3) I acknowledge that: (i) certain information contained in this training presentation may be applicable to licensed individuals only and access to this
information should not be construed as permission to perform any functions that would require a license; and (ii) | am responsible for acting in
accordance with all applicable laws and regulations.

(4) | agree that | will return or destroy any material provided to me during this training, including any copies of such training material, when or if any of
the following circumstances apply: (a) my Independent Sales Agent agreement with Nationwide is cancelled or | no longer hold any appointments with
Nationwide; (b) my employment with or contract with a Nationwide Independent Sales Agent is terminated; (c) my Independent Adjuster contract with
Nationwide is terminated; (d) my employment with or contract with a Nationwide Independent Adjuster is terminated; or (€) my employment or contract
with Nationwide is terminated for any reason.

Copyright © 2024 Nationwide Mutual Insurance Company. Proprietary & Confidential. 03-11-2024



	Activities: Quick Tips on How to Complete�PolicyCenter
	Activities: Quick Tips on How to Complete (2 0f 5)
	Activities: Quick Tips on How to Complete (3 of 5)
	Activities: Quick Tips on How to Complete (4 of 5)
	Activities: Quick Tips on How to Complete (5 of 5)

